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Overview

DC STARS is the student information management system for the District of Columbia Public School
Systems (DCPS). Elementary and secondary public schools within DCPS each have a unique School Code
associated with the school. These school codes assist with identifying where a student attends school. DC
STARS is used by all public schools in the District, while Charter Schools primarily use OLEM. In DC
STARS, a school code of 998 is used for most Charter Schools for enrolling students residing in DC.
However, this does not specifically classify which Charter School the student attends. To distinguish which
school a student is attending, a homeroom field is used as a school identifier for the Charter Schools.

Please note: Schools using the 998 School code will no longer withdraw students immediately. This is a
procedural change. The Homeroom field identifies where a student is enrolled until the student leaves the
school.

Objectives

Upon completion of this session, participants should be able to:
e Admit a student to DC STARS
e Assign the student to a Charter School by using the Homeroom field
e Review Homeroom List

Participant Prerequisites

The participants of this class should have successfully completed the following training classes:
*  DC STARS Overview
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Admitting a student

The Admit Student screen is the only place where you can view all the students in DC STARS, regardless of
which school the student attends. If a student is in the DC STARS database with a valid DCPS pupil ID,
your first priority is to admit the students into school code 998 with the valid pupil ID. If a student is new to
DCPS, they will not have a pupil ID. Instead you will admit the student and let DC STARS generate a
unique pupil ID number.

Follow these simple steps to admit a student into your school:

1. Click the ADMIT icon to initiate the Admit Process.

REFIRTS

Current School Selected Semester User

[a9s~  [FCS State 1D School [ WILSONJO3

Current Student Selected

Pupil Mo. || OEEE

| Mot Registered -] Parents

Legal Last Mame S ffi __ Medical |

| | Alt Address

Legal First Name __Contacts

| Courses

Sex Grd  Phone No. Birthdate | GIDSED |

|_| | | Diploma
Transcript

Home Room Withdraw Date e

| | = Notes

— Incidents

Timetable

Al {eurrent + wdr) %@ Noteldncident

& Current Print
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2. Perform a thorough query in the Admit Student screen. This ensures that multiple records are not
created for the same student.

{H adrnit Sturdent I=1E3]

FR School Withd

Info.

Pupivo | State# | LegalName | suf|  Firsthame | Middie Na.. | G..| Birth Date
|%fingo%
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i) Query three ways using the student’s Legal Name (last name) Birth Date, and Pupil No (Pupil
Id) to ensure that the student does not already exist in the database. If you find that the student is

already in DC STARS, you will click the Select == button to select that student record and
bring the student into your school.

Info,

W
o -
1]
= |:

Enroll New

Note: An exhaustive query must be performed to find the correct student record and avoid creating a
duplicate student record.

ii) If the student is not found by querying in the Admit screen, select the ™" ™*** Enroll New
button to admit the student into your school and into the DC STARS database. The Enroll New
button will cause the Basic Student Demographics Screen to open in Admit Mode. Populate the
required fields on the Basic Student Demographics screen as well as the required information on

the additional 7 screens in the demographic loop by using the right facing arrow key ‘ = .
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e

There are 13 required fields on the Basic Student Demographics Screen.

#98asic Student Demographics

1. Legal Last Name

Student Tuition paid by | | Tuition typs| =] =] 2. Legal first Name
Current School Schoal name TSRS AR Address Mod Date
; 3. Gender
Pupil No. Gender | ~1 Street I ] rol .
Legal Last Name an| = Complex Ant#| 4. Birth Date
Legal First Name CityMunic
Usual Last Hame sn| - County 5. Proof of Age
Preferred First State Zip Code 6. Ethnicity/Race
Legal Middis Invalid Addr. Reasan = | L .
Third Initial [ ™ %-Bound_ | =1 Prootof Address 7. Admission Information
Birth Date Age = .
Proof of Age =] | Mailing Adaress = ons Section
Home Phane I~ Unlisted = SN £ Pl - 8. Street
Ethnicity/Race ﬂ - Legal District of Res J rr 9 City
E= .
State/Ministry PreleUSDSI;:IOCDt"DlStNCI j 10. State
Admission Infarmation .
Reason = Scsht:; [ e . 11. Zip Code
Date | Grade | | | o ——————— j 12. Proof of Address

13. Mailing Address

@ ¢ CHR:| dsp hr1 Adhoc Fiel... @ % IJJJ ﬂ_
MHR:| dsp hrz Demo Log =

Populating the Property Address and Mailing Address require additional steps:

3. Open the Valid Streets Table window by clicking on the look up button.

Hroperty Address

Address Mod Date
Street | |Lowell Street Ny
Complex | At |
CityMunic |vWashington
County |
State |DC Zip Code [20016
valid Streets Tahle alx|
Enter the first word or letter of the street
- | —— L svestice | Law | vigh | positcose] name in the Street field on the Valid
}K‘"E% } | j;;%f Streets Table window, then enter the
\ \ = r wildcard character (%), and hit F8. The
3 I I Valid Streets Table contains only District
o — of Columbia street information. Remember
\ \ —a T to query a specific street name rather than
| | A R — simply hitting F8 to avoid generating a
| | ——— lengthy list of valid streets.
Select cancel ‘
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If you queried for King% your search will return, for example, all streets that begin with the word “King”
including both King P1 NE and King P NW.

3 valid Streets Tahle

Highlight the correct record

L | eI | Sueeter{—COW_{FTT Click the SELECT button to automatically
[w¥ashington ( [Conse_ ~|[2800 (2999 [20018 I R .
[king P1 oy [wiashington _-|[2200 [2399 [2000 populate the Street, Clty/Munlc, State and
IKingman Pl IWashmglUn ‘Cnnae j‘wnu 1599 lznnns Zip code fields on the Basic Student
| | \ | ] Demographics screen.
| [ I =
[ [ [ =l [
| | ———
[ [ \ =l [
| | —
| [ \ || [
I I Pt =l [

/g - B

Select Cancel ‘

Select the student’s proof of address from the Proof of Address drop down list.

IPIERSE eSS Address bod Date
Street | L] Po
Complex | Apt|
CityMunic |
County |
State |DC Zip Cods
Ireealid Addr. Reason | ﬂ
= #Bound... | | FProof o address
I
Mailing Address e Extended time provided
= Katrina Hurricane YWaiver
Ledd e student, has 10 days
hd WNUIincomp vetificatian on file
Previous SchooliDistrict Out of District
District Wer according to DT regulation
Sehoal Wiard of State

State | Ad
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Populate the Street number field. Populate the Apt # if applicable.

Properly Address Address Mod Date
s[> P —
Complex Ant#|
CityMunic |
County |
State |DC Zip Code
Inwalid Addr. Reasan | |
" %-Bound... | | Froofor Address
——

If the student’s mailing address is the same as the property address, click on the Same as Property Addre..
check the box to automatically populate the Mailing Address field with the student’s address.

Mailing Address

«| ¥ Same as Property Addre. .

Legal District of Res.
|Di5tri|:t of Columbia Public EEJ

If the student’s property and mailing
addresses do NOT match, manually
enter the student’s mailing address in
the Mailing Address field.

The Mailing Address field is the address
used when generating student mailing
labels.

4. For students that reside at an address outside of DC enter the student’s address MANUALLY.

Do not use the Valid Streets Table look up feature.

@Basm Student Demoaraphics

ADMIT MODE!

Student Tuition paid hv| j Tuition wpe| id |
Current School j Property Address Address Mod Date
Pupil No. Gender | ~| Street [ 4 J Po |
Legal Last Name sw| = Complex Apt#|
4
Legal First Hame | CityMunic |
Usual Last Name si| - County |
Preferred First | State |DC Zip Code
Legal Middle Irvvalid Addr. Reason | -
Third Initial [ I” ¥-Bound ~| Proofof Address
Birth Date Age | Tl
Proof of Al - Mailing Address
o ve | = =l | ¥ Same as Propery Addre Alerts
Home Phone ™ Unlisted ] —. N
L egal District of Res.
E‘""IBWJR;;: | =l <\: of Columbia Public SEJ [T
StateiMinistry # Prewious SchoolDistrict
- District |
Adrnission Infarmation SEthl |
ez £l State | = | Address -
Date [08/29/2008 Grade | J
Country
CHR 5 sdhoc Fiel i/,Q ‘ w ‘ \ﬁHm_‘
: : NHR =] Dermo Log =
eSISv 11.1 Printed on 11/04/2009

|__4.1 Enter the student’s address manually

4.2 Select the appropriate entry from the
Invalid Addr. Reason drop down list

4.3 Enter the correct proof of address
entry from the drop down list.

|_4.4 Manually enter the address into the

Mailing Address field
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L
5. Click the EJ Save button when you are ready to save the record.

6. A release of information prompt appears after saving the student record.

Admitting. .. x| Make the correct selection by clicking either

) the Yes or No button
& Does the student allow the release of hisfher

information?

Attendance Registration record prompt.

S x| Click the No button to ensure that the

: & Wiould you like to create Attendance Registration recard? record for a student admitted before

/ the school year starts is marked as
Mo Not Registered.

If admitting a student during the school year, click the Yes button. This action will open the Attendance
Registration Date window; enter the student’s registration date. After entering the student’s registration date
click the continue button, the student’s record will be saved and marked with the correct registration date.

@Aﬁendance Registration Date... ﬂ

If the date field is left blank the current
+ date will be used.

Flease enterthe date to be inserted with this registration record :

(If novalue is inserted here, today's date will be used)

Continue
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Identifying Students According to Homerooms

Homeroom maintenance is setup for Charter Schools to identify where the student attends school. The room
number will actually have the name of the Charter School in that field. The Homeroom Assignment screen
in DC STARS will allow the users to add students to the Charter School (homeroom). The user will utilize
the Homeroom field to associate students with a specific school.

Charter School Homeroom Code

6. To locate the Charter School homeroom code, the user will access Homeroom Maintenance screen:
School > School Information > Home Room Maintenance

Main Menu Common\_fiewm&dministration Lock Mail Query Help Window
@StaﬁScreen Instance: st Select Schoal L x|
SELECT

R’H R‘H Announcements 4 |

ADMIT LIDR

SELECT

in ?n
STUDENT

SCHOOL

School Details

Course Information »

Current Schoa Mon-School Days
[asa [PCt Eee Management * Reporting Periods
Incident Reporting * Schedule
Injury & Accidents Reporting  » i
TS | r‘f : 4 g Timetable Layout
) Mursing Information » Basic
Pupil Na. . Cepartments =
I PRs Outstanding Parents
" P
Transportation py L Medical
Legal Last Nal Lunch Menu terms _—
Design Letters Rooms M
Legal First Mar All Student Correspondence Staff Maintenance M
Aftendance Intervention b Staff Attendance Cgui
R Hrm Staff
Sex Grd  F Wark Infarmation , Substitute Teachers W
e Staff Duties o
Onption Sheet ¥ Transcript
H R ! . TeacherWorkload —]
Qme =o0m  master Timetable Builder Motes
Mass Simulation USEIEENIE Incid-ents
Exam Timetahle Builder YEINTIEERS fimetahle
Al (current + GPA Module Home Roorm List M
& Current Report Card Setup eme Room Assignmen Print

Pre Transition
Scheduling Ltilities
Mass Updates

Assignments

Semester Turn-Cwer
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The Home Room Maintenance screen will produce the entire list of Charter Schools in the Room field and
the Home Room 3 digit Code in the HRoom columns.

Action Edit Block Egfd Record Query Lock Help Window

@Hnme Room higtenance

tent O Nex Year

‘Year

2008

Schoal Name
[agz [PCS STATE ID SCHOOL

Home Rooms

HRoom \ 5 Se.. |Used Teacher Room Class Type FullHalf Time AM PM course Type
losr |1 || [soo0| 24pcs, Charer | [Centercity v =l = C | i
sz |1 @ [so00[ ofFcs, chater || JEary chidn. -] = = F Il
[EE] [1 ) [so00]  o|Pcs, charter | [ceasarcha | | = OO K
100 [* ) [000[  a[PCS, Charter JME-Futures... =] | 3 [N = | i
101 [1 | [500a[  0[PCS, Charter [Academia B.. ~] = JE3 [ I
oz [1 | [s000] ofpcs, charer || facademyfor <] = 5 [N | i
105 |1 | [5000] 0[Pcs, charer | [appletec €. < =l IR It
104 [1 ) [s000]  o|Pcs, charter | [cesarchav | | = OO I
105 [1 ) [s000] o|Pcs, charter Jcity colleaite ~| | |3 [N = | [
106 [T § [5o0a[  o|Fcs. Charter Community .. v =l =TT I
[or [1 | [s000]  ofpcs, charer | fcommunity . <] = = [N | I
o8 [1 f| [5000[ 0fPcs, charer N communty. <] =l 55 [N i mil| i
Jl | il

Additional Teachers (L
4{ Horme Room List | State Homeroom Maint DEL ¥r :J ﬂ_
Home Room Change Log - ‘ HDD‘ lz

This Homeroom code should be noted and used for entering a student into the Charter School.

NOTE: No changes are to be made in Homeroom Maintenance!

Adding Students to a Charter School

7. From the start screen access Homeroom Assignments from the pull down menu:
School > School Information > Home Room Assignment

tain Menu Cnmmnn\j\ewmadmimstratinn Lock Mail Query Help Window

@Stan Screen Instance: st Sglect Schoal x|
v ﬁ Aol 4@ Announcements + ‘ =l |f:“§.!s‘§:‘ L ‘ b
iy E=

stupent | stwoo | mernr | ueR nformation School Details

Course Information L3
Current Schoo MNon-5choal Days
EEE] [FC: Eee Management ¥ Reporting Periods W03
Incident Reporting * Sehedule
— Injury & Accidents Reporting % Timetable Layout
Mursing Information > Basic
AUAIRE ERs Outstanding BlEpeitinets ;
Eranspunalmm o LEEiEm 4 'Ia?;:ai:;sl
Legal Last Nal Lunch Menu terns _—
Design Letters Rooms Alt Address
Legal Firsthar All Student Gorrespondence  Staif Maintenance Contacts
Attendance Intervention ¥ Staff Atendance __Courses |
S 61 F e iormation , Substilute Teachers | GIEET
|| || | , Staff Duties TD'D'%
w ranscript
Home Room _ Waster Timetable Buiger | ooner torkdoad  Notes |
Mass Simulation VEEEHEINS IncidLeMS
Exarn Timetahle Builder pOli=Ers iimelable
Al (zurrent + SPA Module _Motefncident |
& Current Report Card Setup Print

Pre Transition
Scheduling Utilities
Mass Updates

¥
» Mass Assignments

¥ Semester Tum-Over
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8. Select the F7 key to execute a query. Manually type the Homeroom code for your school and select
F8 to execute the query.

Action Edit Block Field Eecord Query Lock Help Window

¥ Home Room Assignment I=I[E3|
|aas |PCS STATE ID SCHOOL i‘
Home Rooms
Hr em Teacher Room i‘
g7} ‘ [PCs, charter [Center City
|
Students in Home Room
Legal Name | First Name | Pupiine | Phone | ee | or | mithDate | =
|Gilkes |Mathan |az45980 [ [F |os  |1211Bi199s
[Glaster [Margues [o24p980 | M Joa [ozosross
[Graham [araber [3243008 [ [F[os [pamziess
[Ha [Dornovan [pzso010 | Mk [rozizooz
[Hayes [tori [az49017 [ [F Pk [oorzérzons
[Hunter [Diamond [azga012 | [F Joa [rzozrass
[Jefrers [Indya [ozsse82 | [FJos [o7raneer
[Janes [Eric [oz4m000 | M Jor [o7z0r1895
[Kidngi [George [oz4o070 | Mk [ozrezooz
[Lawrence [Treseat [az43071 [ [F[o7 [pmztiess
[Montiel [Jose [pzes087 | M Jos [osizeresr
[Nobel [Tedras [ozs0072 | M [Pk [otzorz004 |

Student in Blue = Cross_ Enrolled DEL i
ADD =|
Student in Green = Pre_ Enrolled 4; lﬁ

—

9. Select the ADD button to insert the student into your Charter School.

The Select Pupil window will appear. Query the student by Pupil Number, or students Last
Name and First Name.

@Se\eclPup\l olx
After the student is located, Pupil Number| 61 | Logal Name | First Name | miF | BitnhDate | school | Phone |
select the student’s name M A e g _h

and click the Select button.

e [1
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This will bring you back to the Home Room Assignment screen.

STARS

Student Tracking and Reporting System

Action Edit Block Eield Record GQuery Lock Help ‘Window

Chartering Homerooms

Y& Home Room Assignment ol x|
|EEE] |PCS STATE ID SCHOOL i‘
Home Rooms
Hr Sem Teacher Room i‘
087 [ [FCGE, Charter [Genter City
Students in Home Room
Legal Name ‘ First Mame ‘ Pupil No | Phone | Ge ‘ Gr ‘ Birth Date | ﬂ
|Page |shane |9248074 | Mk [10r23i2002
[Puity [Kendal [9248075 [ [F ]« |owmosizooa
Richards-Alleyne Jalen 9243076 1t K 06/17/2003
Ruiz Manuel 9248960 Mo |04 (07061998
Sineshaw Bazin 9248972 1 02 1001872001
Salim Amah 9248985 F 05 [05r181908
Stewens Kiarra 9245078 F 01 0970412001
[vilanova-Castra |Rodriga [9248081 [ M [Pk [oBm4iz004
[winiams [ai [9248083 [ [F Jpe [12n7iz004
[winiams [Brandan [9248988 [ [m Jog |osrzzitear
$ ’ ; ; oo
[ [valani |aonz082 [c2omsz6-4222 [ [11 (09191991

Student in Blue = Cross_ Enrolled

Student in Green = Pre_ Enrolled

EOER

Reviewing a List of Students in a Charter School

To review a list of students in a specific Charter School;

The student is now added to the
list of students in the Charter
School.

F i
Select the Save button = Lo
retain the student in your
school.

Exit through the door 18 to
return to the DC STARS Start
Screen.

10. From the start screen access Homeroom List from the pull down menu:
School > School Information > Home Room List

eSISv 11.1

Course Information
Current Schog

9498 PCt Fee Managernent

Incident Reparting

Injury & Accidents Reparting
Current Stude! q

Nursing Information
Fupil Mo X

PRe Outstanding

Transportation
Legal Last MNal

Design Letters
Legal First Mar All Student Carrespondence
Attendance Intervention

Sex Grd f Mark Information

Option Sheet
Home Room  master Timetable Builder
Mass Simulation
Exam Timetable Builder
" All {current + GPAModule
& Current Report Card Setup
Pre Transition
Scheduling Utilities
Mass Updates

Main Menu Cornmon view [EFITN Administration Lock  Mail Query Help Window
@Stanﬂcreen Instance: st Select School

scect | S| o : Announcements
ihir| g | anll| aell £
STUDENT | SCHOOL | AuMiT | LIDR Infarmatian

3 = NEA RSN

School Details

v

Non-Schoal Days
* Reporting Periods
* Schedule

* Timetable Layout
>
Departments

, Lockers 4
Lunch Menu lterms
Rooms
Staff Maintenance
¥ Staff Attendance
, Substitute Teachers
, Staff Duties
Teacher Workload
Teams/Groups

orme Roorm Assignment
, Hor o]
» Mass Assignments »

* Semester Turn-Over

Alt Address
Contacts

Hrm Staff
Transcript

Timetable
Hotedncident

Basic

Parents

Medical

Courses

Diploma

Hotes
Incidents

Print

Printed on 11/04/2009
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The Home Room List window will appear.

Ation Edit Block Eield Becord Query Lock Help ‘Window

[PCS STATE ID SCHOOL @ Current € NextYear
Home Rooms
Seats =
Hrm Sem Teacher Room Max Used Male Female
057 1| [FCS. Charter [Center City oo [#0 [23 [77
Home Room Enroliment Ethnicity Count
Legal Last Name Suffis | Legal First Name Fhone Gender | _Grade | _Birth Date =
[rdams [Aliya F o1 07/26/2002
[Anaerson i Davia i o1 071372002
[igesby [Anthony i PK 0410772004
Brown [Jorgan i 0 09/0771999
Burgess ican (202)588-7200 | 04 0411911999 L
[Camphell Faul i FK T0/0772004
Carter [Tioy [ 02 03/0412001
Contreras [Angel [ K 0372112003
Davis London F PK 0611112004
Gaskins Delilaniose F FK 0672212004 r
2,
Assign Students @ ‘; ﬂ_

Query the Homeroom Code for your Charter School in the Hrm field. Verify that the correct Charter School
name is present in the Room field. Students assigned to the Charter School are displayed.

Printing Homeroom List

Click the printer icon to print a Homeroom List report which includes all of the students enrolled in the
listed Charter School. The report will appear as an Adobe file on your desktop.

<A http://dcstars.k12.dc. us/devéOcgi/rwegib0/getjobid-621077server-REPSISWEE - Microsoft Internet Explorer

Fle Edit View Favorites Tools Help
€ ] ﬂ ﬂ ;\4 /. ) Search :\\7 Favorites {Jz - .’; =) ‘:“i
Address | @] httn: jdestars.k 12.de.us/deveDegifrwegiod /getiobid=521077server =REPSISWER v B Lks ” @snagit
Google (Gl v Gowdd By v ¥y Bookmaksy "7 Check ~ Y Autolink + e Send tov @ set
B & E = ORJE OOEm G5 #
SCH131R v4.0.08 District of Columbia Public Schools Page: 1
Home Room List
PCS State ID School School Year: 20072008 Run Date: 23 Aug 2007 07:08 PM
| Hrm: 117 Sem 0 Teacher. PCS, Charter School Room  Potomac Ligh SEATS Max *** Used 2 Male 1 Female 1 |
Student Name Pupil Na. Home Phone Gender  Ethnic. Grade  Birth Date
Anthony, Da'Kalen 9231932 ()- F Blk PS 23 Mar 2004
Crellana, Jeffrey 9230323 ()- M His PS 06 Feb 2004
* Fad af Hama Rasm *

Go to File>Print to print a hardcopy of the Home Room List to your local printer.

eSISv 11.1 Printed on 11/04/2009 Page 14



